GUIDANCE NOTE PB2

JOB EVALUATION

MANAGERS PROCEDURE

FOR USE WHEN SEEKING JOB EVALUATION - APT&C STAFF

1.
INTRODUCTION


Following the introduction of devolved Job Evaluation arrangements, Directors have agreed a revised procedure for the preparation of Job Descriptions.  

2.
OCCUPIED POSTS, WHERE THE POSTHOLDER REQUESTS A RE-EVALUATION


(i)
Management sends a copy of the existing job description to the postholder.


(ii)
The postholder prepares a written narrative of comments on the current job  description on a Job Evaluation Request Form (JER) and returns it to management.


(iii)
Where no job description exists for the post (or only a very out of date description) the postholder is asked to prepare a full written narrative of duties on a Job Evaluation Request Form (JER) and submits this to management.


(iv)
Management prepares a revised job description on form JE1.  (A separate Guidance Note on the writing of job descriptions is also available , together with advice from your Group Personnel Staff).  All revised job descriptions must include two standard clauses -


1)
"Such other comparable duties as the Director/Chief Officer may require from time to time".  



2)
"The postholder must at all times carry out her/his job responsibilities with due regard to the Council's Equal Opportunities Policy."


An up-to-date organisation chart should accompany the JE1, with the relevant post indicated.


(v)
Management sends the revised job description for the postholder to sign.  Should management and the postholder not agree the revised job description, the Chief Personnel Officer (or his/her representative) will assist the parties in reaching agreement.


(vi)
Once the revised job description has been agreed and signed by the Director or designated deputy, post holder and appropriate supervisor, management submits forms JE1 and JE2* to the Group Personnel Officer for job evaluation.


*The Assessment of Job Requirements form (JE2) should be completed by the Line Manager and agreed/amended by the appropriate Director or designated Group Departmental Personnel staff can advise on this process.

3.
OCCUPIED POSTS, WHERE MANAGEMENT INITIATES


A RE-EVALUATION


Follow the above procedure from 2(iv) onwards.

4.
VACANT POSTS

When a post falls vacant, the existing job description is examined by management in the light of any changes they may wish to make to the duties and responsibilities of the vacated post.  Managers should consult with appropriate staff on proposed changes. For the next stage follow 2(iv) and 2(vi) (excluding postholders involvement). 

5.
NEW POSTS


If a new post is to be created, a new Job Description will require preparation and processing by following 2(iv) and 2(vi).

6.
GENERAL COMMENTS


(i)
All job descriptions (including for vacant and new posts) should be signed and dated by the appropriate Director or designated Deputy (section 5, JE1) even if they are not directly involved in their preparation.


(ii) 
Job descriptions will be used for recruitment purposes and it is important that they are as accurate as possible.  Changes will occur from time to time.


(iii)
All job descriptions should be reviewed by Managers on a regular basis to ensure that they are kept up-to-date.


(iv)
Staff can consult their union representative (or an appropriate member of the Staff Side if not a member of a trade union) at any stage in this procedure.


A set of the forms referred to are attached.
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GUIDANCE NOTE PB4

MANUAL WORKER JOB EVALUATION

MANAGERS GUIDE TO THE MANUAL WORKER JOB EVALUATION PROCESS

1.
INTRODUCTION

1.1
The Manual Worker Job Evaluation Scheme was agreed for implementation in 1987.  The scheme was negotiated between the Greater London Employers Secretariat, the Local Government Training Board, NUPE, GMB and the TGWU and was agreed as a joint scheme.

1.2
When the scheme was introduced all manual worker posts had job descriptions produced for them and these were used as the basis for determining the grade for the job. This exercise was undertaken in 1988.  Obviously duties change and from time to time Managers will be involved in reviewing duties and grades of existing posts or setting up new manual worker posts.

1.3
As the scheme is joint with the Trade Unions, some stages require the involvement of the Trade Unions or individual.

2.
PROCEDURE

2.1
If a new job is being created, duties and responsibilities have changed significantly or a re‑organisation has meant some changes to duties and responsibilities are necessary, the Manager will need to initiate a new job description.

2.2
The Job Description should be drawn up on form JE1(MW).  If the job is being changed and has an existing postholder, that postholder, together with their Trade Union representative, should be invited to read through the job description and on the basis that all parties agree, the job description will be signed by all parties.

2.3
For guidance in completing the Job Description you should refer to guidance note for managers on writing APT & C Job Descriptions.  The guidance will apply equally to manual worker Job Descriptions

2.4
In cases where the post is new, the Trade Union is not invited to agree to the contents.

2.5
On completion of the form JE1 (MW) you should send it to the Group Personnel Manager, who will arrange for the post to be graded.  This is done as a joint exercise between Group Personnel and the Trade Union.

2.6
When the evaluation is being undertaken, it may be necessary for the Manager to be on hand to provide further information to assist in clarifying any issues. The postholder (where there is one) may also be asked to elaborate on duties.  If this becomes necessary, the manager and the postholder will be seen together so that each side can be fully aware of what the other has said.

2.7
Once the evaluation has taken place and the grade determined, you will be formally notified by the Group Personnel Manager.

2.8
If the post is new, you will be able to advertise and fill the post.  If the post is an existing one and the grade has been confirmed or changed in either direction, the individual will be notified by the Group Personnel Manager.

2.9
You should be aware that if the post is filled, the postholder has the right of Appeal against the grade. All arrangements for this process will be handled by Group Personnel.

3.
APPEALS

3.1
In cases where an Appeal is lodged, you will probably be required to attend to clarify any points raised.  The postholder will also be needed to provide information.

3.2
Your role in the Appeal will only be to give information, you will not be involved in reaching the decision in respect of the grade.

4.
GENERAL

4.1
Whilst managers have an important role to play in the Job Evaluation process, the main part is undertaken by the Group Personnel Manager.  If you have any concerns about the process or your staff approach you with queries, you should always seek advice and guidance from the Group Personnel Manager.
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